
09 FORM HR-RM I
(0-1-B3)

Hall of Records
Commitiion

£ REQUEST FOR RECORDS RETENTIOACHEDULE
^ T o be Submitted to the Records Management DivitiiDivision

Hall of Records Commission

SCHEDULE

NO. 155
PAGE
NO.

1. Requesting Agency

STATE TOBACCO «ARBXHJSE

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
t additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

jjt_
XI Establish retention schedule for re-

cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

ACCOimTttJG HSIORBS
• ' - <

Period Covered! 1°$1 - -
Quantity* h cubic feet
File Arrangement* chronological
Annual Accumulation! 1 cubic foot
Disposable Anttmntt 1 cubic foot
Audited by* State

This item includes a l l standard accounting forms used by

State agencies* Specifically, these are*

Comptroller of the Treasury

Form Bo*

£-1*8 Distribution of Charges
B»l & »- | TranamitUl
BD-1 Certificate of Deposit •
R-2 (formerly lffi-2) Monthly Report of State Funds

Collected and Deposited
Monthly Statement of Balances
Distribution of unexpended and obligated Balances

Purchasing Bureau (Sept* of Budget 6 Procurement)

1«& Requisition for Supplies
U7-A Purchase Order
100-16 Out-of-Schedole Requisition for Supplies

6. Recommendation
of Hall of Records
and Board of Public
Works.

7. Agency, Division or Bureau Representative

iQi \d, l ^o^—
Signature

(^SU^OIVQAI •d^C^C" OtW^Q C \V
Title ^ Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

^ X r .
Date

(WUA^C
Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

APR 1 1 1955 J ^ V ^ j g U - ^ - ^ ^
Secretary
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/ Hall of Records
Comminion

• R E Q U E S T FOR RECORDS RETENTIO™C
(Continuation Sheet)

HEDULE
SCHEDULE
NO.

PAGE
NO. 2.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

39A & UOA Store* Requisition
CF-2 Copy of Contract Awarded
CF-1 Capital Fund Requisition for Equipaent
100/21* Actual anergency and Repairs Report
27-A Copy of Contract Awarded
CP-3 Copy of Contract Awarded

Delivery Notice
Zb-k Hotice of Award of Contract
$2 Credit Memorandum
«>1 Report of Partial Delivery

Budget Bureau (Department of Budget & Procurement)

BB-1 (Rev.)

BP Inv* R1O1
BP Inv* R362
BP Inv. 6
BB-UO
Budget Forns
1 thru 21

BP Xnv* 1
BP Inv. 2
BP Inv. 3

Tbrnerfy BB-1 and BB-2
Budget Schedule Auwmdnwat Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory (annual)
Request for Position Action
Budget Estiraatea Fiscal Year (13 pages Including
Fara Statement)

Stores Record
Equipment Record
Motor Vehicle Record
Essorandum of Adjustisent

"Others
Vendors I n v o i c e s
Bank Deposi t S l i p s
Bank Statements
Bank Deposi t Rece ipts
Cgflc^Hfd Checks

RBCOUKSJDATIOIJi RKTAIK FOR THREE TEARS OR UHTIL AUDITED^
KHICRETER IS LATER, AKD V3M DEStROX

ACC00RTIR0 SBCORDS FOIl RHICH DISPOSAL HAS BEES PROVIDED BT A
0ENHW.L KECORDS RLTEHTIOH SCHEDULE

PATROLL (Prior to July 1, 19#) - The agency copy of thl» payroll
is to be retained for flvd years or until audited, whichever
Is later* and then destroyed* (General Schedule Ho* G-l. Iteo 1-d,
approved by the Board of Public Works, January 11# 1°$U)«

PAYROLL JOURNAL - The agency copy Is to be retained for three
years or until audited, whichever is later, and then destroyed*
(General Schedule Ho* 0-2, Ites 1-d, approved by the Board of
Public Works* January 11, 19£U)«

B O A R D <>F P C B L I C

Date . APR 1 1 1955
. &_ ^ g .

Becretity
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REQUEST FOR RECORDS RETENTIO
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>WscHEDULE
SCHEDULE
NO.
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PAGE
NO. 2i

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

P2LTR0LL EXCEPTIONS, Additions and Exceptions « The agency copy
1* to be retained for three years or until audited, whichever
is later, sad then destroyed* (General Schedule Ho* 2, Itea 3-fe»
.pproved by the Board of Public Works, January 11, l& b ) *

PAT WAHRAHTS <• The Agency copy is to be retained for three
years or until audited, whichever is later* and then destroyed*
(General Schedule So* 3, Item 3, approved by the Board of
Public Vorks, Hay ID, 1S&)«

RECETVTKO WARRANTS * The agency copy ie to be retained for
three yoors or uatî L audited, whichever is later, and then
destroyed. (General Schedule Ho* it, Itea 3» approved by the
Board of Public Works, Bay 10, 195U).

TRAHSdTXAL FORK &*1 or s 4 (Coi^troller of the Treasury Form)
is to be retained for three years or until audited, whichever is
later, end then destroyed* (General Schedule No* £• Itea 3»
approved by the Board of Public Works, Kay 10, 195k)+

BOAKb >>h l-'MHI.

DaU.-A.P? 1.1 1955

Secretary


